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Cash Register Float Request Form
Use this form for operations that generate revenue and require a cash register float for making change, issuing refunds, etc. 
Speed Code - Departmental Account - #100015 (cash register floats)
Custodians
The custodian, a person assigned within the department and approved by the Finance Partner, signs for and is responsible for keeping the cash register float safe. Finance Partners must notify Shared Services regarding any change of custodian.
Safeguarding
The cash must be kept in a locked cabinet or a safe. 
In the case of theft
Report cash thefts to the Campus Security Services, who will then notify the Insurance and Risk Management unit of Finance, Procurement and Planning. Campus Security Services will provide you with a written report. Please include a copy with your request to replenish the fund for any losses.
Processing your request
Please submit the completed form to the Staff Service Centre, along with the account information and approval of the DeptID budget owner to receive the cash or return cash. Shared Services needs at least three days to process your request.
We will email the custodian when the cash register float is available for pick up. When picking up, the custodian will be asked to show their photo ID (OneCard preferred) and provide this original, signed form. Funds can be collected at:
Finance Services, Shared Services
3rd floor, Administration Building
1 - 3:30 p.m., Monday, Wednesday and Friday


Cash Register Float Request Form
Department: ________________________________________	Date: _______________________
Address: ___________________________________________	Phone: ______________________
Faculty/unit: ________________________________________	Pick up date: _____________________
Cash float custodian: _______________________________	Custodian email: _________________
Change of custodian from: ____________________________ to: _____________________________
Opening float balance:  __________________ Closing float balance: __________________
Increase float from: $______________ to $______________; amount requested: $____________
Decrease float from: $______________ to $_____________; amount returned: $______________
	Department
	Speed Code
	Account Number

	⬜ Credit ⬜ Debit
	
	100015

	
	
	

	Fund
	DeptID
	Class

	
	
	

	Program
	Project
	Sponsor

	
	
	


Approved by
Budget owner:	__________________________	Budget owner signature: ___________________________
Cash received by
[bookmark: _GoBack]Custodian (name): _____________________________  Custodian signature: __________________________

Shared Services
University Services and Finance
Edmonton, AB
T 780.492.8000
ualberta.ca/staffsrv
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